
Job Title 
South Amherst Cemetery Clerk 

Department 
Cemetery 

General Statement of Du4es: 
Performs administra6ve work conduc6ng the daily business ac6vi6es of the village cemetery 
department including accoun6ng and statutory clerk func6ons.  Helps to prepare budgets and 
implements cemetery ordinances.  A?ends cemetery board mee6ngs, takes and prepares 
minutes of same.  Keeps records of all cemetery board proceedings, handles correspondence on 
behalf of the cemetery department, prepares minutes and executes any assignments given by 
the cemetery board.  Responsible for preparing deposits that are generated from lot sales, 
footer sales, opening & closing payments, & memorial brick sales.  Provides repor6ng on 
monthly ac6vity as deemed necessary by the cemetery board.  Works closely with Village Clerk-
Treasurer to ensure records are maintained for proper financial and regulatory repor6ng. 

Supervision Received: 
Works under the general supervision of the South Amherst Cemetery Board. 

The listed examples may not include all du6es performed by the person in this posi6on.  Du6es 
may vary from 6me to 6me and are at the discre6on of the South Amherst Cemetery Board.  All 
requirements are subject to possible modifica6on to reasonably accommodate an individual 
with a disability. 

Recep4on and Customer Service:   
1. Provides customer service effec6vely and efficiently to residents of the Village of South 

Amherst and to others making inquiries with regard to the village cemeteries. 

2. Receives requests, complaints and informa6on from the public and submits to 
appropriate people to process as needed.  Handles when required. 

3. Answers phones and provides informa6on and assistance to the public on request.  
Assist them by answering ques6ons, researching records, direc6ng them to the 
appropriate person.   

4. Sets up new records for lot sales in database system.  Provides all new lot sale  
customers’ with a copy of the most current bylaws. 

5. Must be neat in appearance and dress. 

Accoun4ng/Finance: 

1. Makes change for cash customers by working with Water Clerk or Clerk-Treasurer.  The 
Cemetery Clerk does not maintain a separate cash box.   
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2. Prepares a receipt journal, provides board with lis6ng, and balances with the Village 
Clerk-Treasurer. 

3. Gathers all payments from counter & mail.  Makes copies of checks or money orders, 
and processes deposit slip.  Maintains a cash receipt register of all payments.  At the first 
of each month, balances cash receipt register report and treasurer’s report to insure 
both areas have the same amounts.  Documents, researches and corrects any 
discrepancies.  Provides suppor6ng documenta6on for any discrepancies. 

4. Maintains lis6ng of prepaid opening and closing costs.  Works with treasurer to balance 
to amount in reserve on financial statement. 

5. Charges other fees when applicable. 

Administra4ve du4es: 

1. Prepares interment lot sale paperwork, including deeds for right of interment. 

2. Maintains cemetery database by entering all lot sales and internment informa6on.  
Corrects records as necessary. 

3. Makes all necessary contacts to village employees, contractors, & board members to 
schedule funerals. 

4. Maintains the public trust by keeping informa6on confiden6al as appropriate. 

5. A?ends regular and special mee6ngs as required.  Records minutes and monthly reports 
for mee6ngs.  Organizes and maintains records of minutes, ordinances, and resolu6ons. 

6. Composes correspondence, reports, le?ers, past due no6ces and mee6ng no6ces.   

7. Communicates with law director on bankruptcies, ordinance changes, or ques6ons that 
arise from day to day opera6ons that may have a legal implica6on with direc6on from 
the cemetery board. 

8. Conducts the necessary research and provides support materials to aid the cemetery 
board in making informed decisions.  Carries out assignments or direc6ves of the 
cemetery board. 

9. Prepares work orders and distributes to appropriate employees. 

10. Maintains files and accounts to record ac6vity on accounts. 

11. Orders supplies as needed. 

	 	 Page	 	2



12. Works with auditors.  Generates reports and presents data in a 6mely manner on 
request. 

Knowledge, skills and abili4es: 
• Considerable ability at self-supervision to priori6ze work, research and solve problems.   

• Considerable ability to account for and handle money. 

• Ability to perform mathema6cal calcula6ons and maintain accurate and complete 
records and files. 

• Ability to communicate effec6vely both orally, in wri6ng, and interact professionally with 
other employees, village administrators, village residents, and others. 

• Ability to represent the village in a professional, courteous, and efficient manner. 

• Skill in opera6ng office equipment, including opera6on of an automated cemetery 
database with speed and accuracy. 

• Ability to compose correspondence, minutes, reports, and other wri?en material. 

• Ability to move 30 lbs. 

Posi4on Requirements: 
Educa4on:  High school diploma or GED.  Background in using Microso` Office products. 

Experience:  Minimum of one year of accoun6ng experience including experience using an 
automated system.  Experience in office organiza6on also desirable.  

Office Equipment: 
Experience in the opera6on of fax, copy machine, computer, printer, telephone, postage 
machine, and calculator. 

Vaca4on Restric4ons: 
If vaca6on 6me is available, vaca6on 6me may not be scheduled concurrent with Clerk-
Treasurer, at the end of the year, or budget 6me. 

__________________________  _________________________ 
Signature     Date 

__________________________  _________________________ 
Witness     Date 
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